
Pandemic Polling Procedures 
City of Madison Election Official Training Updates 
General Election, November 3, 2020 

 
We are conducting an election during a global health crisis. We have made changes 

to all of our procedures to keep our voters and each other safe. We have re-
designed all the jobs at the polls based on what we learned in April and August.  

 
We expect you to rotate through all four teams over the course of the day. Chief 
Inspectors will rotate workers every hour. If you have trouble walking or standing, 

ask the Chief Inspector for tasks that you can do while seated. 
 

Please read each section carefully. Notice that these are “teams,” not “tables.” You 
should expect to be moving between tasks. Our ability to flexibly rotate among 
tasks is what will allow us to keep wait times short despite high turnout. It will also 

make it easier to stay six feet apart as well as ensuring a fair distribution of work. 
 

 In General  
 All of these teams have responsibilities to sanitize their work areas and other 

specific items at the polls. Cleaning is everyone’s job.  

 Take breaks outside whenever possible.  
 Maintain six feet of distance from all other poll workers and from voters. If 

you must be within six feet, be behind a Plexiglas screen or wear a plastic 
face shield. 

 The Wisconsin Elections Commission has released a short webinar about 

COVID-19 precautions at the polls. 
https://elections.wi.gov/publications/video/COVID19   

 Just a reminder – if your polling place needs additional materials such as 
gloves or rubber bands, you should contact the Clerk’s Office rather than 

asking staff at the facility that is graciously hosting us during a pandemic! 
 

 Welcome Team 
Each location will need between 2 and 8 workers to serve as greeters and 
run curbside voting– at polling places with high levels of Election Day 

Registration, add extra staff to the Welcome Team to register voters.  
 
2 yellow printed copies of these team instructions are in the brown 

“Greeter” folder. Check those sheets for information on the location for 
curbside voting. 

 
For this Election, instead of a “Greeter Table,” we will have an entire “Welcome 
Team.”  

 Welcome all voters to the polls (while staying six feet away from them). 
 Ask “have you moved since the last time you voted?” to determine whether 

they need to update their registration. 

https://elections.wi.gov/publications/video/COVID19


o If “yes” recruit someone from the Floating Team to help the voter 
register. 

o If “no” direct the voter to the appropriate poll book table. 
 Maintain line-of-sight control of the area where voters would drive up at all 

times. Some poll workers will probably need to be outside throughout 
the day. This makes it even more important to rotate among teams! 

 Wear a yellow safety vest whenever you step into a street or parking lot. 

 Recruit Floating Team members to serve voters as needed. 
 Collect used pens from voters and return them to the poll book. 

 
Cleaning Tasks: 

 Sanitize doorknobs or other high-touch surfaces every hour. 

 Sanitize clipboards and pens between each curbside voter. 
Resources:  

  Quick Guide to Curbside Voting 



 Poll Book Team  
There will be one green copy of these team instructions for each set of poll 
books. They are in the green poll book folder. Check the notes on the 

instruction sheet to see how many poll book splits your polling place 
should have. 

 
Each poll book will have two workers. The worker who checks ID and has the voter 
sign the poll book will sit behind the Plexiglas screen. The second worker will sit six 

feet away from both the voter and the other poll worker. If there are more than two 
poll books, assign someone from the Floating Team to hand voters slips to each poll 

book worker: under no circumstances may you use more than one pad of 
voter slips! 
 

This job has changed the least. However: 
 There is no third worker to check ID. The worker with the copy of the book 

that the voter signs needs to check ID while the other worker assigns a voter 
slip number.  

 We will not be highlighting the poll book from an absentee log. Instead, ask 
every voter if they have returned an absentee ballot. Write “Y” or “N” in the 
margin to record their answer. (If you are following the correct procedure, 

very in-person voter should have a “N” in the margin by their name.) 
 The workers at the poll book will be the second officials for voter 

registrations. 
 

Cleaning Tasks: 

 Sanitize pens as they are returned to the poll book table. 
 Sanitize the Plexiglas screen only as needed and only with the special cloth 

provided. 
 

Resources:  

 Quick Guide to Checking ID 
 Quick Guide to Voter Registration (Second Official) 

https://www.cityofmadison.com/clerk/documents/Quick%20Guide%20to%20Curbside%20Voting.pdf
https://www.cityofmadison.com/clerk/documents/election/Quick%20Guide%20to%20Checking%20ID.pdf
https://www.cityofmadison.com/clerk/documents/election/Quick%20Guide%20EDR%20Second%20Official.pdf


 

 Ballot Team  
There will be one green copy of these team instructions for each ballot table. They 
are in the green poll book folder, clipped to the “Hourly Vote and Safety Tracking” 

sheet and the “Poll Worker Reference Guide.” Make sure to share copies of the 
Reference Guide will all the other teams. 
 

 The green Ballot Team instructions will have information about the different 
styles of ballot used at each polling place.  

 There will be a note about any wards with more than one school district. 
 There will be a note if the polling place has more than one tabulator. 

 
 
There is only room for one person to sit behind the Plexiglas screen at each ballot 

table. The ballot team will need to take turns at the table and performing all the 
other tasks.  

 
 Give each in-person voter the correct ballot style for their ward and school 

district. 

o Check or circle the ward number on the ballot. 
o Put the second set of initials on the ballot ONLY when the voter hands 

you their voter slip. 
 Hourly Record-Keeping (keep numbers for each ward separately!): 

o Track turnout: Every hour, on the hour, record the total number of 

voters (highest voter slip number) and the number of empty absentee 
envelopes on the tally sheet provided (on the clipboard in the green 

poll book folder) 
o Every hour, on the hour, walk through every part of the polling place 

and confirm that all workers are at least six feet apart from each other 

and are wearing their masks correctly (fully covering nose and mouth). 
o Record whether or not workers rotated tasks. 

 At 9am, 11am, 2pm, 4pm, and 6pm:  
o Call the Clerk’s Office (or email madisonvotes@cityofmadison.com) to 

report the number of voter slips and number of empty absentee 

envelopes for each ward. 
o Remind the Chief Inspector to rotate workers, unless that has already 

happened. 
 Assist the Floating team with remaking absentee ballots as needed. 

 

Cleaning Tasks: 
 Sanitize the ExpressVote and Tabulator screens every hour, using the special 

cloth provided. 
 Sanitize the Plexiglas screen only as needed and only with the special cloth 

provided. 

 Do not keep sanitizer on the ballot table! If it spills, it will ruin the ballots. 
 

Resources:  
  Quick Guide to Remaking Ballots 

mailto:madisonvotes@cityofmadison.com
https://www.cityofmadison.com/clerk/documents/election/Quick%20Guide%20to%20Remaking%20Ballots%20for%20Partisan%20Primary.pdf


 

 Floating Team  
There will be two yellow copies of these team instructions in the 
Registration folder. Every location will have between 3 and 22 workers for 

this team. 
 
Everyone else needs to be rotating through all remaining tasks. Working as a team 

will divide up the work more fairly and make it easier to stay six feet apart from 
each other while working. 

 
 Voter Registration: 

o Register voters as needed. 
o Nobody should be sitting at a registration table unless a voter is 

seated there too! 

o At polling places with high levels of Election Day Registrations, you 
should register voters outdoors using clip boards. 

 Assist Provisional Voters as needed. 
 Absentee Ballots: 

o Walk five (5) absentee ballots at a time through the poll book.  

o You must continue to process absentee ballots even if there are voters 
waiting to vote. Otherwise, you will be there until 4am, as happened in 

April at places that stopped processing absentees when voters were 
present. 

 Line Management: 

o Measure the time it takes for you to bring one batch of ballots through 
the poll book, including any wait time. 

o Immediately report wait times of ten minutes or more to the Clerk’s 
Office. 

 Back up the Welcome Team: The Welcome Team may need to recruit 

members of the Floating Team to be the second poll worker when bringing a 
ballot outside for a curbside voter or to help register voters outside. 

 Remaking Absentee Ballots: 
o Absentee ballots that cannot be read by the tabulator need to be 

remade. 

o The Ballot Team can assist with this task, if needed. 
o If nobody is using the Plexiglas screen at the registration table, it 

might be easier for two workers to sit on either side to remake ballots. 
o If you can’t use a Plexiglas screen, both workers should wear plastic 

face shields while remaking ballots (you’ll need to be within 6 feet of 

each other). 
 Provide Breaks and Remind the Chief Inspector to Rotate Workers: 

o Every hour, one member of the Floating Team should check with every 
other team to see who needs a break. 

o Every hour, the Chief Inspector needs to rotate workers between tasks 

and teams. The Floating Team needs to help provide seamless 
coverage for this transition.  



o Everyone should rotate every hour, and must rotate at least every two 
hours. This is especially important since many workers will be 

outdoors! 
 

Cleaning Tasks: 
 Sanitize voting booths after every voter. 
 Remove any used pens from the booths and return them to the poll book 

table. 
 Remember: stay 6 feet away from voters unless sitting behind a screen for 

registrations or wearing a plastic face shield. 
Resources:  

 Quick Guide to Processing Absentee Ballots 

 Quick Guide to Voter Registration 
 

 

https://www.cityofmadison.com/clerk/documents/election/Quick%20Guide%20to%20Processing%20Absentee%20Ballots.pdf
https://www.cityofmadison.com/clerk/documents/election/Quick%20Guide%20to%20Election%20Day%20Registrations.pdf

